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Login cfin
Current Users... Please Login
User ID: |
Password:
Continue
Mew Users Sign Up Here |4_
Instructions and Forms |

Bt to the SPE Home Fage

This is the Login Screen for the Language survey program. New users will click the

“New Users Sign Up Here” button. Approved users will fill in their User ID and
Password.
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Master Language Swvey Coordinator Accounts or
Master Implementation Flan Coordinator Account
Sign-Up

|Ple-ﬂse- Pick Yowr Department

| SAMPLE DEPARTMENT =

T am the Master Implementation Plan Coordinator.

& T am the Master Department Level Coordinator for the Language Survey. I can enter data for any unit in the department.

' T am an Assistant Feporting Coordmnator for the Language Survey. I can enter data for spectfic umts in the department.

Exit |

Duc has been assigned as the Master Departmental Level Coordinator for the
Language Survey.

This means that Duc will be able to approve new assistant coordinators, create
reporting groups, and view, enter, and edit for all the reporting groups in the
department.
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First Name: IDUC Last: ITFEIH
s 301 Capitol
Address: | IMS- I—
City: |Sa|::rament|:| Ytate: |CA Zip: |95814
Finail |dtran@sph.ca.gw |
Ifwou do not have an e-mail address, type Moxe
Phone: |316-651-7541 Extension: |

Sign Me Up D ——

Exit |

Duc fills out the requested information and clicks the “Sign Me Up” button.




Language Survey User’s Guide Page 4 of 17

Welcome to the Language Survey Program
and the Implementation Program Questionnaire Process!

signup Complete
Please prnt this out for future reference. If vou forget wvour password,
Zall the State Personnel Board Language Survey Program (216 651-82200.

TTzer I DTran
Pazeword: Tran® 300

Department: SAMPLE DEFPARTIENT
Eeporting Group: Master
Email: dtran@spb. ca gov
First Marme: Duc
Last Name: Tran
Phone: 9166517841
Extension:
Thank you for signing up. Someone from the SPE Biingual Services Tt Staff
will approve your account. Y ou will not be able to access thiz account until you

have been activated. If wou have any questions, or ff vour account 15 not active
within 24 hours, please call the Biingual Services Uit at (9161 651-8417.

Return Login Page |
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California Home

SPBE Home Page

STATE f% PERSONNEL BOARD
+ METR Division

.

e Bilingual Services Bilingual Services Program
Home
Language Survey and Implementation Plan Information

Bilingual Site Pages
O (BRI IMPLEMENTATION PLANS
Agency

« Public Services Implementation Plan Instructions & Guestionnsire

LANGUAGE SURVEYS

Language Survey Forms and Instructions (

Language Survey Information Memorandums and Updates

Conditions of Use | Privacy Policy | Contact Us
1212004 State of Califarnia.
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The Dymally-Alatorre Bilingual Services Act {Act) requires state departments to conduct a biennial survey of
their public contacts, by language, and report the results to the State Personnel Board {SPB) by March 31st of
every even-numbered year. The language survey collects information relative to the number of hilingual
staff employed in public contact positions, the number and percentage of contacts received from non- or
limited-English speaking individuals served by state departments and a variety of other relevant information

to document their compliance with the Act.

The forms, instructions and other related information provided on this Web site are for use in conducting
and reporting the department’s language survey data. Each department must designates a Language Survey
Coordinator who is responsible for overseeing the administration of its survey and for ensuring that

complete and accurate information is reported to the SPB.

Language Survey

FORMS, INSTRUCTIONS, AHD INFORMATIOH

& Language Survey Checklist

o [dentifying Bilingual Position Meeds and Calculating
Deficiencies - WORD Document

& Language Idertification Guide

& Languade Survey Training Memorandum - Adobe Acrobat
Document

Form A - Departmerntal Informsation

Form B - Public Cortact Tally Sheet (verhal
Contacts)

Farm € - Public Cortact Employes Information
Farm D - Unit Staff Summary
Form E - Unit Cortacts (MWerball Summary

Fortm F - Internal Populstions Courts and
Ratios

Form & - Request for Exemption

Form H - Languadge Code Guide

Form | - Unit Written Contacts Tally and —

New Forms

Summary
Frequertly Asked Guestions
Ethnologque: Lanquades of the Wiarld

State Personnel Board Home Page

Landguadge Survey Lodgin
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Login cfim
Current Users... Please Login
User ID: |dtran
Password: |uuuu

Mew Users Sign Lp Here |

Instructions and Forms |

E:at to the SPE Home Page

This is the Login Screen for the Language survey program. New users will click the

“New Users Sign Up Here” button. Approved users will fill in their User ID and
Password.

If user already has signed up and forgot User ID and/or Password, please contact your
Bilingual Service Analyst.
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Enter Data for current survey - 2005-2006
Edit Drata for prewvious survey ; 20032004

Coordinators will choose the current survey year to input their survey data.
Coordinators are able to utilize 2003/2004 data for reference.
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2005-2006 Survey
Instructions and | The following survey is available for Data Entry and Edit.
forms
|Sunfey Ho. |Sunfey Hame |Survey YT, |Wee|-1 1 Start rWeek 2 Start
ADMINISTRATIVE -
Edit Survey Info

FUNCTIONS: I 3 20052006 Language Survey 2008 [o1 m8sz008 [o2/0612006 Edlit Survey Info

“iewy | Dedfine

[ PICK A DIFFEREHT SURVEY T0O WORK OH

CLEAR SWWEER
Select, Add or Edit &

Feparting Group

“iene A pprove
Reporting
Azsistants
SURVEY
INFORMATION DATA
EHTRY

Change hy User
Information {

AdchEdit Unitz

Enter Employes
Staff Census-

Farm O

Enter Unit Cortact

Tally Summatiss-
Farm E

Calculations/Reports
Log Off

If necessary, coordinators will click “Change My User Information” to update their
new information.
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20052006 Language Survey

Instructions and
forms

ADMINISTRATIVE |
FUHCTIONS:

Language Coordinator Information Correction

Yiews [ Define First Name: |[Duc Last: [Tran

SUrEYE
501 Capitol
Select, Add or Edit 5 Address: I P

Feparting Group I =
IMS: I -

Wi A pprOve

Reporting . |Sacramentn
Azsistants City:
State: ICA Zip:
SURVEY
IHFORMATION DATA
EIITRY Ernail: |dtran@spb.ca.gov

If you do not have an e-mail address, type Mone

Phone: ||9155517841 Extension:l ’V

Change My Data |

Change My User
Information

Acdd/Edit Units |

Erter Employee
Staff Census-

Form D

Erter Unit Contact

Tally Summaries-
Form E

CalculationsReports
Log OFf
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200572006 Language Survey
Instructions and Your Information has been changed.
forms
ADMIHNISTRATIVE
FUHCTIONS:
Uszer ID: DTran
Wigww [ Deting Pazsworck TranH00
SUrveys

Department: SAMPLE DEPARTMENT
Reporting Group: Master
Email: ciran@sphb ca.goyv

Select, Add or Edit 5
Feparting Grougp

Wiew A PRrOVE Firzt Mame: Duc

Freparting Last Mame: Tran

Azsistants Phorne: 9166517841
SURVEY Extension:
IHFORMATION DATA . '
EHTRY Address: 801 Capital

Chandge My Lser Sacramento, CA

Infarmation

M= E-9

AclcdElit Units

Erter Employee
Staff Census-

Form O

Erter Unit Contact

Tally Sumimaries-
Form E

CalculationsReports
Log OFf

If you have any guestions, please call the Bilingual Services Unit &t (916) 631-8417.

Print out confirmation page for future reference.
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SERVICES
PROGRAM
SPE Language Survey Program Lgmm Language Survey
- EditzurveyResults.cfm

Instructions an
forms

|Sunrey Humber |Sunfey Hame |Sunrey Year |Start |En(l |Cr'rteria
ADMIS 1 RATIVE [p10ar2008  [014302008
FUHCTIONS: 3 2005/2006 Language Survey 2008 5%

[pzoerz006  [o2a0r2008

Wiewy § Define

SUVEYE (

Select, &dd or Edit &
Reporting Group

Wiewltpproye
Feparting
Azzistarts
SURVEY
IHFORMATIOHN DATA
ENTRY

Chanie by User
Infarmation

Acd/Edit Linit=

Enter Employes
Staff Census-

Form [

Enter Unit Cortact
Tally Sumimarigs-
Form E
CalculationsReports

Log (4f

The Survey information has been saved.

Click “View/Define Surveys” to define survey weeks.
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200572006 Language Survey

Instructions and Survey Humber 3
forms

ADMINISTRATIVE SURVEY DATES
FUHCTIONS:

“iewy I Define
Surveys | |Start {mmvddiyyyy) |En(l (mm/ddiyyyy)

Select, Add or Edita Week1 “mmefzms “mmrzuus
Feporting Group

Week? “nzmafzane “nz;mrznas

Survey Year: “2005 Criteriaz I & = l Percent

Survey Hame “2005;’2006 Language Survey

e iApprove
Reparting
Azsistarts

SURVEY
INFORMATION DATA
ENTRY

Chanoe My User .
|nformation Change this record | &

AclelEdlit Linits

Enter Employves
Staff Census-

Farm [

Erter Unit Contact

Tally Summaries-
Faorm E

CalculationsReports
Lo OFf

Survey weeks must be non-consecutive. The Criteria refers to the formula the
department uses to establish bilingual positions. The Act required departments to
staff bilingual positions if any local office receives 5% or more contacts, but some
departments choose to use 2.5% as their criteria. The SPB requires that each survey

week must have five working days. Click the “Change this record” button to save the
Aata
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SPE Language Survey Program Lgmm Language Survey
- EditzurveyResults.cfm
Instructions an
forms
|Sunrey Humber |Sunfey Hame |Sunrey Year |Start |En(l |Cr'rteria
ADMIS 1 RATIVE [p10ar2008  [014302008
FUHCTIONS: 3 2005/2006 Language Survey 2008 5%
[pzoerz006  [o2a0r2008

Wiewy § Define

SUVEYE

Select, &dd or Edit &
Reporting Group

Wiewltpproye
Feparting
Azzistarts

SURVEY
IHFORMATIOHN DATA
EHTRY

Chanie by User
Infarmation

Acd/Edit Linit=

Enter Employes
Staff Census-
Form [

<

Enter Unit Cortact

Tally Sumimarigs-
Form E

CalculationsReports
Log (4f

The Survey information has been saved.
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2003 Language Survey

Instructi . LinitStaff! cfm
f";";:w Form [ - Unit Staff Census - Public Contact Staff Totals
ADMINSTRATIVE Unit: Accounting Staff Receiving Bilingual Pay:
FUNCTIONS: County: SACRAMENTC  Zip Code: 35814 2
e § Defineg
Surveys Total Unit Public Contact Staff:  56.00 (The sum of all public contact staff)
Select Add or Edit & ) TDTJ_R.L UHIT S:I':Q.FF Cuunt:?
Reporting Group Include all English Speaking AHD Bilingual public contact employees
S g:lanf':)er of Full Time g?ar;frlme {FT Eqquiw.} g:t::vn;?t.:?ft {FT Intermittent Hours:
Reporting . . Juiv. .
tssistants |2.00 |4+.00 .00 0.0
SURVEY -
IHFORMATION DATA Update Unit Staff Totals |
EHTRY
Lhange My Liser
s .M Heer | All Done - Ho more Staff to add.
Infartnation
AdchEdit Units
| BILINGUAL STAFF Counts on File
Enter Employves
Statf Cengus- PT Int
Fartn D LAHGUAGE Certified /Hot Certified FT {FT {FT IntHrs | Action | Contacts®
Equiv.} Equiv.}
Enter Unit Contact —
Tally Summaries- English el
Form E CERTIFIED {Bilingual oo oo oo a0 o
CalculstionsFeports Pay)
CERTIFIED (Mo Bilingual Change
Log Off Delete Pay) 0.00 0.00 0.00 0.08 |2t
MOT CERTIFIED Bilingual o.on o.on o.on 0.0
Staff ’ ’ ’ :
CERTIFIED {Bilingual 200 100 000 000 5
Pay)
Delete CERTIFIED (Mo Bilingual Chanie
CANTOHESE Pay) B%.00 0.00 0.0 b.0o0 Count
MOT CERTIFIED Bilingusl 6500 0.0 000 0.0
Staff
Slight change to Form \ CERTIFIED (Biingu | oo ooo|  ooo) oo 1n
D' The bl Iln_gual Staff Delete CERTIFIED (Mo Bilingual a0 o oo a0 Change
are divided into three | French Pay) ' ' ' - |Count
categories. NOT CERTIFIED E'"":'Sgt‘:ff' 0o 000 000 0o
CERTIFIED {Bilingual a0 a0 00 a0 15
Pay)
Dielete CERTIFIED (Mo Bilingusal Chance
SPAHISH Pay) 0.00 0.00 0.0 0.00 Count
MOT CERTIFIED Bilingual a0 a0 00 a0
Statf
| ADD BILINGUAL STAFF Counts (M) HOT ENTER. CONTACTS OH THIS PAGE.)
‘ Language: || j
SI Ight Change tO Form If the language is not listed, I
D. The bil |ngua| staff please enter it here:
are divided into three ! FT ! PT (FT Equiv.} | Int {FT Equiv.} | IntHrs
. CERTIFIED I—
categories. \ (Bllingual Pay) ||D.IZIIZI ‘|EI.DD 0.00 .00
I I
CERTIFIED (Mo
Biinguel Fay) |00 0.00 0.00 0.00
) I
MNOT CERTIFIED
Bilingual Staff ID'DD ‘ID'DD 0.00 0.00
‘ | Add Bilingual STAFF Counts |
| All bone - Ho more Staff to add.
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SPE Language Survey Program Lgmm Language Survey
- EditzurveyResults.cfm
Instructions an
forms
|Sunrey Humber |Sunfey Hame |Sunrey Year |Start |En(l |Cr'rteria
ADMIS 1 RATIVE [p10ar2008  [014302008
FUHCTIONS: 3 2005/2006 Language Survey 2008 5%
[pzoerz006  [o2a0r2008

Wiewy § Define

SUVEYE

Select, &dd or Edit &
Reporting Group

Wiewltpproye
Feparting
Azzistarts
SURVEY
IHFORMATIOHN DATA
ENTRY

Chanie by User
Infarmation

Acd/Edit Linit=

Enter Employes
Staff Census-
Form [

Enter Unit Cortact

Tally Sumimarigs-
Form E

CalculationsReports

The Survey information has been saved.

Log (4f
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Instructions andl
forms

ADMINISTRATIVE
FUHCTIONS:

Wiewy | Define
Surveys

Select, &dd or Edit 5
Eepoarting Grougp

Wiew A pprone
Eepoarting
Assistants

SURVEY
IHFORMATIOHN DATA
ENTRY

Change hly User
Infarmation

Adc/Eddit Units

Ertet Emplayes
Staff Census-

Form [

Erter Unit Cortact
Tally Summaries-
Form E

Calculstions Reports

Log OFF

_7

New reports to
assist Coordinators

Report Menu

These reports will open in a new window. To print them, use the "print” icon on your browser
or select "File™, then "Print” from the browser menu bar witife viewing your report.

To return to this page, close the report by clickin
wing

g onthe "x” in the upper right hand corner of the
low.

*AI Units by Reporting Groug

Contains the detail survey data for each unit, by
reporing group.

*Reporting Group Sumimary

Coritains the summary survey data for all units within
each reparting grougp.

*Choose & Unit to Print

Contains the detail survey data for one unit selected by
he user.

*Deficiency Report

Containz the detail survey data only for those units
where a deficiency was identified.

*Department Summary

Coritains the summary survey data for the entire
department statevwvide.

*UPDATED - Recommended Staffing Summary by
Departmert J Reporting Groug

Coritains the detail survey data only for those units that
received significant numbers of non-English contacts
that did not meet the 5% threshold. The report includes
recommended bilingual staffing for these units sorted by
Reporting Group.

*EY - Recommended Statfing Summaty by
Department £ Courty

Contains the detail survey data only for those units that
received significant numbers of non-English cortacts
that did not meet the 5% threshald. The report includes
recommended bilingual staffing for these units sorted by
Courty.

IPDATED - Units with Mo Significant Mon-Endglish
Contacts

Containz the detail information to identify those units
where no significant (less than 5% or 25 contacts) non-
Englizh contacts were reported.

*UPDATED - Units with 5% or Greater Mon-Enclish
Cortacts

Coritains the detall information to identify those units
wehere the contacts met the 5% threshold for & non-
Englizh language.

*HIPDATED - Units Participating in Languade Survey

Contains summary information for each unit
participating in the language survey, by county.

HIPDATED - Public Contact Linit Staffing

Coritains summary information on total statf and
hilingual staff for each unit, by county.

AHALYSIS REPORTS:

Coordinators will be able to utilize the new reports (in yellow). Analysis Reports will
be gone and it will display “Compliance Report”. These are the tables that you will

use to drop the survey into the Compliance Report Document.




